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Contract Management System 
Viewing Contract Schedule Information and Checking Contract Status  

 
In the Contract Management System (CMS), schedule information provides details about a contract. 
It shows the number of days assigned to each review stage, the status, a completion date, and the 
name of the individual processing each stage.   

Note: Your “CMS Inbox” displays only the current review stage and the number of days remaining for 
that task.  To see a detailed overview of your contract schedule and status, follow the instructions 
below.  

Viewing the Contract Schedule from the CMS Inbox  

Contractors will only be able to view the contract status using this method when the contract is with 
the contractor for development or signature. 

 

STEP DISPLAY 

1. Log into CMS with the correct role. 
a. If your contract is being developed, use the CONUSER Role. 
b. If your contract is ready to be signed, use the CONSIG Role. 

2. Select “Inbox” from the main menu. 
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3. From the “CMS Inbox”, select “CTRCT” from the “Task” column. 

 

 

 

 

 

 

 

4. On the 
“Contract 
Review 
Module” 
screen, locate 
the 
“Schedule” 
banner and 
select “Show” 
to display the 
details of the 
task schedule.  
 
 
 
Note: Selecting “Hide” will remove the schedule from view. 
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Viewing the Contract Status When in Any Stage 
 

In addition to viewing the contract from the “CMS Inbox” as detailed above, the method described 
below will allow you to view the current status of the contract including the review stage. 
 

 
STEP DISPLAY 

1. Log into CMS (choosing any user role). 

2. Select “List” from the main menu 
under the “Contracts” section. 

 
 

 

 

 

 

3. The “Contract List” 
screen will display all 
contracts for your 
organization. 
 
Select the “Contract #” 
to navigate to the 
“Contract Details” 
screen. 
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4. On the “Contract Details” screen, locate the “Schedule” banner and select “Show” to 
display the details of the schedule, including Contractor stages.  
 
Note: Selecting “Hide” will remove the schedule from view. 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

There are a scheduled number of days next to each Contractor stage. Complete within 
the assigned number of days so that your contract is completed in a timely manner. 

 


